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THE WHfTE hOUSE

- WASHING""ON

MEMORANDUM FOR CABINET MEMBERS <

'fAND'AGENchﬁEADSV

" On Februar:y 3 1964 the Pres:l.dent sent to you a personal
‘ .memorandum regarding the handling of White House rna:.l referred to
" Departments or Agencies for response., .

o)

The _volume of ma11 addressed to the Pres:Ldent is mcreasmg
narply. The White House referrals are mcreasmg proportzonately.
While the President wishes to discuss this fully at the next meeting of

" the:Cabinet, he has asked that the 1964 memorandum be supplemented
o 1mmed1ate1y with the followmg :

T1, That referred correspondence addressed to the Pres:Ldent
be replzed to thhm 48 hours, excluding weekends and hohdays. i

- 2. That where initial acknowledgments are used promlsmg

. substantive responses later, such follow-up letters should be
- d1spatched w1th1n fwe workmg days. L

3. That a11 correspondence reflect:.ng adequate return 3
addresses be acknowledged with approprlate rephes..

. ’ The special sztuat:ons arismg from unusua.lly heavy ma:.l flows :
"revaromg legislation, public issues or news developments may in some

instances require improved procedures 10 assure LRat this prompt handlmg
" oof Wh:.te House referrals is accomphshed e£f1c1ent1y and economlcally.

A report would be apprec1ated by Fcbruary 20 on- both the statue of
- Whlte House referrals currently at your Department or Agency and on ., -

~ innovations your offices find effective in meeting hea.v1er-than-usual ﬂows
.. of Wha.te House and Congressional referrals.

Tobruary 16, 1965,

Cviasiglicd at v8P 780 @ A : - . f:
Audhosityr  HB 102
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